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CHAPTER l 
INTRODUCTION 
Evaluation within the guidance program is defined as "the process 
1 
of determining the value of the total guidance program". The guidance 
personnel should always be asking themselves what they are accomplish-
ing. In order to answer their questions, they must conduct continuous 
objective evaluations of their program. 
There has been a continuing interest in the evaluation of guidance 
programs almost since the first programs were started, but since 1950 the 
interest seems to have been particularly strong. 2 Because of difficulty 
in selecting and establishing suitable criteria the evaluation of guidance 
programs has always been troublesome. Nevertheless, some form of 
evaluation is the only way to determine if the program has any value to 
3 
the total educational process. 
The definition stated previously suggests that evaluation is 
concerned with both the processes and the purposes of guidance. Although the 
1 Donald G. Mortenson and Allen M. Schmuller, Guidance In Today's 
Schools (New York: John Wiley & Sons, Inc. 1959) p. 3 89. 
2 
Dean C. Andrew and Roy DeVerl Willey, Administration and Organi-
zation of the Guidance Program (New York: Harper & Brothers 1958) p. 2 71. 
3 
Robert Hendry Mathewson, Guidance Policy and Practice (New York: 
Harper & Row, Inc., 1962) p. 293. 
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objectives (purposes) determine what the processes will be, this study 
was concerned only with determining the processes and the quality of 
those processes. 
Scope of the Study 
This study was concerned with comparing the guidance program at 
Lewistown High School with an established set of criteria to determinE~ 
what services Lewistown had in relation to the criteria. Although there 
is no one set of criteria that will measure all aspects of the guidance 
program, the checklists from the Evaluative Criteria contain one of the 
1 
most accepted sets available. 
The administrator (superintendent) at Lewistown stated the objectives 
of the guidance program as : (1) helping students to make better adjustments 
2 to school life, and (2) helping students to make future plans. He also 
expressed the viewpoint that no one method of counseling (directive, non-
directive, or any other method) could be effective for all students. He 
thought that the total personality was the determining factor as to how the 
student should be counseled. The views of the administrator are important 
within any guidance program because without the "backing" of the 
1 National Study of Secondary School Evaluation, Evaluative Criteria, 
Developed by Cooperative Study of Secondary School Standards, 19 60 edition. 
2 Interview with Keith Parry, Superintendent, Lewistown Community 
High School, March 5, 19 65. 
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administration, the classroom teachers may not show proper respect for 
the guidance program. Therefore, what the administrator expresses or believes 
determines what services the program contains, and to a certain extent, the 
effectiveness of the program. 
The specific activities and services of the guidance office at Lewis-
town are as follows: 
(a) To talk over any personal problems of the students (usually on a 
voluntary basis with the discussions kept confidential). 
(b) To help students discover their interests and abilities. 
(c) To help students make occupational choices (according to 
achievement, ability, personality, and interests). 
(d) To help students make college plans and gain admittance to the 
school of their choice. 
(e) To inform students of job opportu·nities, trade, and technical schools. 
(f) To furnish information on personal improvement, teenage problems, etc. 
(g) To help students who have deficiencies in school work (because 
of poor study habits and attitudes, lack of reading and/or writing 
ability, etc . ) 
(h) To aid students to understand their obligation under the Selective 
Service Act. 
(i) To administer and to interpret standardized tests of ability and 
achievement at all class levels (freshman, sophomore, junior, 
and senior) . 1 (j) To aid students in planning and scheduling classes. 
Along with knowing the objectives of the program , another important 
factor that affects a school's guidance program is the characteristics of the 
school and community. Because of the specific characteristics, some 
aspects in the program might be more emphasized than others . Problems 
vary from school to school. In one school the most important problem may 
1 Lewis town Community High School Student Bulletin, Number 5, May 1, 
1964. 
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1 
be dropouts, while in another school it may be vocational placement. 
Each school is unique because each student is unique, and one procedure 
should not be universal. 
Lewistown was a small central Illinois town of 2300 people. The 
great majority of the people make their living farming, mining, or working 
in a nearby factory. There were approximately 400 students in the high 
school (grades 9-12), and many of them come from small surrounding villages 
and farms as well as from the city of Lewis town. The high school was 
built in 1960, and the facilities for the school appeared to be adequate. 
These were the general characteristics which have a definite effect on the 
guidance program of the school and community. 
Procedure 
Even after the objectives and the characteristics of the school are 
known, there remains the task of establishing criteria to be used, so 
2 
that we may compare the school, Lewistown, against the criteria. It 
has been noted earlier that there is a lack of clearly defined and generally 
accepted criteria useable for evaluation of a program. Current research 
seems to indicate that Section G of the Evaluative Criteria developed by 
1 Mortenson and Schmuller, .2.2.· cit. p. 393. 
2 Raymond N. Hatch, Buford Stefflre, Administration of Guidance 
Services (Englewood Cliffs, New Jersey: Prentice-Hall, Inc. 1959) p. 256. 
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the Cooperative Study of Secondary School Standards is perhaps the 
most widely known and the most widely used set of criteria. 1 Section G 
is a rating form with space for comments where the evaluators may record 
2 
their judgments. The following areas are covered: 
I. General Nature and Organization 
II. Guidance Staff 
A. Teacher Participation 
III. Guidance Services 
A. Individual Inventory Service 
1. Sources of Information about Students 
2. Home and Family Background 
3. Personal and Social Development 
B. Counseling Services 
C. Research and Evaluation Services 
D. Placement Services. 
Having established criteria, the problem was then to find a way 
to measure the extent that Lewistown met the standards. This writer was 
interested only in evaluating the processes of the program and, to some 
extent, the quality of those processes; so instead of using the five-letter 
grading system suggested by the Evaluative Criteria, a three-letter system 
3 
was used. 
A Provision or condition is being met. 
B Provision or condition is missing in the program. 
C Provision or condition does not apply to this program. 
1 Mortenson and Schmuller, 2£. cit., p. 396. 
2 
Evaluative Criter:ia, Q.2.. cit., pp. 273-288. 
3 
Evaluative Criteria, 2£. cit. , p. 2 7 4. 
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The measurement system helped to determine whether the program 
at Lewistown met the conditions or provisions contained within the set 
of criteria used. 
Guiding Principles 
Guidance services directed by specialized staff members are an 
essential part of the educational program, the part that focuses its entire 
process on the individual student. This program must recognize the fact 
that each student has individual needs which must be met. The guidance 
office is organized so that it can give continuous assistance to each 
student in (1) knowing himself as an individual and as a member of society, 
(2) leading the student to the discovery of needs and relating this information 
to his potentialities, (3) making most of strengths and adjusting and correct-
ing for weaknesses, 1 (4) succeeding in a vocation, and (5) helping with all 
2 
personal problems that a student may have. 
The specific guidance services usually contained in a program include 
personal counseling, occupational and educational information, administering 
and interpreting standardized tests / conducting follow-up studies of former 
students, placing students in jobs / evaluating the services in their program, 
and orientation of new students. All these services are necessary in a 
1 ibid. p . 2 7 3 . 
2 Merle M. Ohlsen, Guidance Services in the Modern School (New 
York: Harcourt, Brace, & World, Inc. / 1965) pp. 18-21. 
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program, but for a good guidance program a school also needs remedial 
teachers, school psychologists, nurses, and social workers. 1 
There must be a working relationship between the teachers and 
the counselors. The teacher has a responsibility to his students, and he 
should realize that the guidance services can help him to aid the student in 
the "fullest" way. The members of the teaching staff must carry out their 
responsibilities in order that the counselors can do the best possible job. 
The information obtained by the guidance personnel about the students should 
be used by the entire school staff. This information can be used to help 
the student adjust to his environment and, to some extent, help the 
2 
environment adjust to the student through curriculum changes. 
1 ibid. p. 2 2. 
2 Evaluative Criteria. op. cit. p. 2 73. 
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CHAPTER II 
RESULTS 
General Nature and Organization 
The organizational pattern at Lewistown was clearly evident. 1 
r··Bo-ar<lOTE<luca tion] 
___________ L __ 
L.QuperintendenJ.1 
[_=r_l Princ~l_ 
[ Teachersj- - - - l - - - -i. Counselorsl 
The counselor did not perform any administrative duties such as attendance 
or discipline. Therefore, the counselor did not impair his relations with 
other school personnel or change his image from that of assisting to one 
of supervision. 
The physical facilities of the guidance department at Lewistown were 
inadequate. The counselor had only one s_mall room which was approximately 
eight feet by ten feet. Even though the school was only five years old, it 
appeared that there were no provisions made in the building plans for a 
guidance off ice. 
Guidance Staff 
The first step in the evaluation procedure was to evaluate the guidance 
staff's preparation and qualifications. There was one counselor at Lewis town 
and, from this writer's observations which encompassed four years from 195 6 
to 1960 and personal interviews within the 1965 school year, it appeared that 
he possessed the personality necessary for a good counselor. All his personal 
1 Keith Parry, 2.2.· cit. 
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qualifications seemed to meet the personal requirements suggested by 
1 
Andrew and Willey. 
The professional qualifications of the counselor at Lewistown were 
near adequacy but were not "overly competent". The counselor had 
completed fourteen semester hours of graduate study in the guidance areas, 
therefore limiting his training to just a few of the areas necessary for a 
2 
secondary school counselor. One favorable factor was that the counselor 
has had successful teaching experience, a qualification that many adminis-
trators feel is necessary for a counselor to possess. His training in 
guidance included the areas of psychology and human development, organi-
zation and administration of guidance, principles and techniques of counsel-
ing, principles and practices of counseling, and testing. Although the 
counselor had only a minimum of preparation, his personality assets may 
have helped to balance this deficit. 
Teacher Participation 
A good guidance program can only achieve maximum results if the 
teachers and counselors work together. The teacher should be involved 
intimately in the guidance activities of the students. The teachers at 
1 Andrew and Willey, 2.P.· cit. p. 201. 
2 Fifteen semester hours graduate work in guidance recommended. 
Policies and Criteria for the Approval of Secondary School, Bulletin North 
Central Association of Colleges and Secondary Schools, 1962, p. 17. 
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Lewistown did to some extent use the counselor for consultation but 
rarely used the information on the student• s cumulative records in theii 
personal dealings with students. Sometimes the teachers discussed with 
the counselor the problems they were having with a particular student, but 
this was usually done during a free period over a cup of coffee and not in 
the privacy of the counselor1 s office where the student• s records would have 
been available. 
The teachers used the counselor to some extent in occupational work. 
One teacher in specific had the counselor talk with his students concerning 
the occupational and educational opportunities in the course• s particular 
1 
area. Only one teacher on the staff did this/and the value of the counselor 
giving this information when the teacher may actually know more information 
was questionable. 
Possibly, the teachers did not use the guidance services to the extent 
that they should have. More clearly defined teacher responsibilities within 
the program would definitely have given the teachers a better understanding 
of profitable ways they could have used the guidance office. 
Sources of Information about Students 
The guidance office must obtain information so that they may better 
1 Interview with Lewis Bellville, Counselor, Lewistown Community 
High School, March 5, 19 65. 
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assist the students. The counselor had collected information on each 
student for his own use, and along with the superintendent• s records, 
to which the counselor had access, adequate information was available. 
All students transferring into Lewistown were requested to have their 
records forwarded from the previous school. The counselor also had the 
student• s records from the elementary or junior high school which included 
all scores of standardized tests taken. Before a student could enter the 
high school, he must have taken a physical examination,and the results were 
available to the counselor. 
Another source of information about the students came from personal 
data blanks that the counselor had all students fill out. It contained 
information such as physical and medical status, home and family information, 
as well as personal-social information. The guidance office seemed to get 
adequate personal information about students but none of it came from 
teachers in the way of formal or written reports or observations. Teachers 
gave the counselor information about a student only when that student was a 
definite discipline or academic problem. 
Along with the personal information collected by the counselor, the 
fact that the counselor had an opportunity to know almost every student 
personally suggested that he may have had adequate information needed in 
his work. He might have also learned pertinent information in actual 
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counseling sessions with the students. So aside from the fact that the 
teachers did not report routinely on student behavior the counselor did 
have a good amount of data on each student. 
Home and Family Background 
As previously mentioned, the students filled out a personal data 
blank. One part of this blank dealt with the parents and siblings of 
the student. Information was gathered about the parents but only in 
relation to occupation, address, telephone, etc. The counselor may have 
known most of the parents personally and may have had much pertinent 
1 information even though he did not get it from the parents or students directly. 
Many times knowing the parent in this manner will prove more valuable 
than information obtained from records. The counselor may know more 
that affects the behavior of students than the recorded information indicates. 
Physical and Medical Status 
The physical status of each student was recorded on the permanent 
record. Much of the information seemed to have been gathered at the 
elementary level and, except for the physical examination when entering 
high school, was probably not very valuable. The cumulative record has 
little value unless it can be used along with current medical information 
1 Lewis Bellville, QQ. cit. 
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and other personal data. Then the record can be used to show means of 
determining growth and development problems of a student. 
There was absolutely no recent information on the student• s vision 
or hearing unless the student took the initiative and asked for a hearing or 
seeing test. Even though the teachers or administrators may know the 
students well, a hearing or seeing defect may go unnoticed. The only 
solution is to have periodic hearing and vision tests given within the 
school. 
Scholastic Progress and Test Information 
The administrator kept a strict tally of absences and written 
excuses used for readmittance after an absence. The administrator could 
tell by checking the excuses whether the mother, or the same person, wrote 
the excuse each time and therefore checked, to some extent, the integrity 
1 
of the student. The counselor could also use the record of absences 
before an interview, especially an academic counseling session, to help 
determine possible reasons for the academic problem. 
An account of the scholastic progress of a student was accurately 
kept on the permanent record located in the school safe. The records contained 
personal data, academic grades, test scores, and other relative information. 
A list of courses taken, dropped, failed, or changed was also contained on 
1 . Keith Parry, 2.£.. cit. 
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this record. There was no reason for the failing grades recorded. 
As mentioned previously, the permanent record contained standardized 
test scores. The scores included were from achievement and academic 
aptitude tests. The test scores were valuable when the counselor was 
helping the student make curriculum changes. The scores helped determine, 
to some extent, what fields or areas best fit the students. 
In the ninth grade all students were given the Differential Aptitude 
Test (DAT). The California Achievement Test (CAT) was administered to the 
tenth grade students. The DAT and CAT scores, along with previous academic 
grades, may help the counselor to determine whether the student is achieving 
to his ability level. In the eleventh grade, the School and College Ability 
Tests were given. The student could also take the National Merit Tests if 
he requested it. The scores on this test can determine whether or not a 
student will be admitted to a college. During the senior year, the Iowa Test 
of Educational Development was given. A student may also have taken the 
College Entrance Examination Boards if he requested it. 
Many other tests were available to the students, but they were given 
only if the student wanted to take them. The National Educational Develop-
ment Test, the Kuder Preference Record,_ and the Army General Classification 
Test are tests that were given if asked for or if further test scores were needed 
in counseling situations. There were no personality inventories immediately 
available to the high school students. 
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The counselor had on the permanent record the test scores of the 
students at the elementary levels. A problem arose here because the 
high school students were from many different elementary school districts, 
and some of these students did not have any previous test scores available. 
This was usually more of a problem during the first year when the counselor 
was trying to help students register for high school. The test scores, used 
with other counseling information, might help the counselor and the client 
to make hypotheses concerning the client's future behavior. The counselor 
could originate hypotheses without test data or without other pertinent data, 
but the more relevant and accurate the data, the greater the possibility 
that the hypotheses would correspond to the actual outcome. 
Personal and Social Development 
Again because of the size of the school at Lewistown, much of the 
personal and social information was available to the counselor through his 
own observations. The counselor would generally have known if a student 
had musical talents, artistic talents, etc. The counselor would also have 
known if the student participated in school activities and just how active he was. 
All students, especially juniors and seniors, were urged to talk to the 
counselor concerning the students' future plans. The counselor had informa-
tion about a great many colleges and universities as well as information on 
specific occupations or vocational fields. The Kuder Preference Record 
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was available to a student who did not know just where his interests may 
lie. The Illinois State Employment Service Tests were available to students 
to help them determine vocational aptitudes and interests. All aptitude 
and interest tests taken were interpreted to the student by the counselor. 
Counseling Service 
(A) General Principles 
The counselor was available to the students six periods or approxi-
mately 5 1/2 hours a day. If necessary, the counselor came in during 
his "free" period to do any work that required immediate attention. There 
was only one counselor for 420 students as compared to the recommended 
1 
one counselor for every 300 students. He also had to do most of his 
own clerical work (recording test scores, etc.) which took some of his 
time that could have been used in working directly with the students. 
The counseling service at Lewistown was concerned with all aspects of 
student problems, from academic to personal. The service for the most part 
was available only to those students who came to the counselor seeking infor-
mation or assistance. The counselor did not usually "counsel" students 
unless they came to him or unless they had been referred to him by someone 
else in the school. Each student should have been aware of this counseling 
service at Lewistown since information about it was published in the school's 
1 Bulletin North Central Association of Colleges and Secondary Schools, 
.QQ. cit. 
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student bulletin which every student should h0ve read. The counselor tried 
1 
not to lead the interview or express his own particular ideas. 
(B) Interview Procedures 
The personal interview may be one of the most important aspects of the 
guidance services. No one single source can provide as much pertinent informa-
tion as the personal interview. The counselor at Lewis town appeared adequately 
informed in interview procedures. All interviews were conducted in privacy 
with the information kept confidential. 
The counselor' s philosophy of counseling seemed to lean towards the 
. 2 
client-centered approach. The student was urged to reach his own decisions or 
solve his own problems and took full responsibility for the decision. 3 
Placement Service 
There were not many industries or vocational opportunities in the Lewistown 
area. Because of the occupational outlook around Lewistown, the counselor 
found it very difficult to place students in jobs. His main objective in the 
placement service was to keep the student informed of job opportunities on the 
4 
state and national level. 
1 Lewis Bellville, .QE. cit. 
2 ibid. 
3 ibid. 
4 ibid. 
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CHAPTER III 
CONCLUSIONS AND RECOMMENDATIONS FOR IMPROVEMENT 
The evaluation of the guidance services revealed that, on the 
whole and on eht basis of the criteria used, they were adequate. But 
all services in the school are not static and the personnel should be 
1 
trying to improve them. 
Guidance personnel should always be trying to improve the guidance 
services. The improvement of the program must begin with the people who 
are providing the services. The chief responsibility is on the administrator. 
The administrator, by authorization of the school board, supplies the 
money and the management for use in the improvement procedures. 2 So, 
the guidance director, or the counselor in the case of Lewis town, is depen-
dent upon the superintendent for support in improving the program, and the 
administrator, in turn, is dependent upon the board of education and the 
general public for support. 3 The superintendent at Lewis town appeared 
willing to provide the support for improving but had some difficulty in 
getting monetary support from the board of education. This was a major fault of 
1 Hatch and Stefflre, _Q£. cit. p. 302. 
2 
Mortenson and Schmuller, QI?_. cit. p. 402. 
3 
ibid. p. 402. 
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the guidance program at Lewistown. The board members seemed to indicate 
that they know of the need for a "good" guidance program, but either could 
not or would not provide the money for needed facilities and additional 
personnel. 
Another area lacking at Lewistown, was the in-service training of 
teachers. Although the counselor tried to do the best possible job, he 
needed help from the teachers. Again the responsibility Iies with the 
administrator to provide a training program for the teachers so they may 
have insight into the whole aspect of guidance. At Lewistown, this in-
service training should be aimed at helping the teachers realize their 
significance in the guidance program. It is realized that the teachers may 
at first reject this additional work because it will make their already long 
day longer, but they should also realize that the school is responsible for 
1 
the education of each child and that the best possible education is desired. 
Provisions, for follow-up studies and evaluations were also inadequate 
in the program at Lewistown. It is suggested that periodic follow-up 
studies be conducted and used in conjunction with evaluation procedures. 
This again would probably be possible only if the administrator provides 
additional personnel and more money for the guidance department. 
Most of the other services within the program appeared to be adequate, 
but, as mentioned before, they could improve. The success that may arise 
l ibid . p • 4 0 3 • 
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from the suggested improvements can only come about if the school 
climate is favorable. Many times / before the improvements can be 
initiated / the climate within the school must be changed. 1 The 
steps suggested for initiating improvement of the guidance services are 
outlined by Hatch and Stefflre. 
1 
2 
(1) A survey and analysis of the 11 needs 11 of the pupil 
population, including the making of decisions about 
the breadth of responsibility that the school will 
assume. 
(2) A survey and appraisal of the present educational 
program with a view to discovering areas that need 
extension or strengthening. 
(3) Simultaneously with, or subsequent to / the above 
steps / the provision of growth experiences for the 
staff so that their repertoire of adequate suggestions 
for the improvement of services will be broadened. 
(4) Recommendations for improvement made by special 
committees with provision for the reaction of the total 
staff and the possible revision of the recommendations. 
(5) Decisions regarding which phases of the suggested 
improvements will involve only instruction and which 
will involve the guidance services • 
(6) Decisions regarding the timing and extent of the initiating 
of improvements in the guidance services. 2 
Hatch and Stefflre, QE. cit. p. 330. 
ibid. p. 3 3 0 • 
APPENDIX 
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1 
GENERAL NATURE AND ORGANIZATION 
The organization for carrying out the school's responsibility for 
guidance will vary with size of school, available resources, and adminis-
trative provisions. 
( ) 1. 
( ) 2. 
( ) 3. 
( ) 4. 
( ) 5. 
( ) 6. 
( ) 7. 
( ) 8. 
( ) 9. 
( ) 10. 
( ) 11. 
( ) 12. 
Guidance services are planned to be an integral part of the 
educational program to help the student make sound adjustments, 
choices / and plans. 
The administrative staff supports and assists guidance services 
by enlisting community support, providing facilities and equipment, 
and coordinating curricular and guidance activities. 
Guidance services are organized to help students develop both 
immediate and long-range plans. 
Guidance services help students make their own choices and 
become increasingly self-directive. 
Guidance services are concerned with maintaining good adjustment 
and preventing maladjustment, as well as locating the causes of 
maladjustment and providing remedial assistance. 
Guidance services assist students in achieving desirable goals 
through the provision and use of individual inventories, socio-
economic information, counseling 1 placement, and research and 
evaluation services. 
Organized group guidance activities supplement and support other 
services of the guidance program. 
Counseling is an essential element of the guidance program. 
Guidance services assist in the orientation of new students to the 
school. 
Guidance services function throughout all grade levels and are 
available to all students. 
Guidance services are available to students who leave school 
before graduation as well as to graduates. 
Guidance services are coordinated with similar services in schools 
previously attended. 
1 Evaluative Criteria, 2.E.· cit. p. 277 (All items on all checklists were 
taken from the 1960 edition of the Evaluative Criteria unless otherwise desig-
nated). 
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( ) 13. Counselors are free from administrative or supervisory duties 1 
such as the administration of attendance or discipline 1 which 
might impair desirable relations with students / teachers, 
parents, or community leaders . 
Guidance Staff (Preparation and Qualifications) 1 
Counselors having responsibility for the guidance service should 
have: 
( ) 1. 
( ) 2. 
( ) 3. 
( ) 4. 
( ) 5. 
( ) 6. 
( ) 7. 
( ) 8. 
( ) 9. 
( ) 10. 
( ) ll. 
( ) 12. 
( ) 13. 
( ) 14. 
) 15. 
) 16. 
Personal qualifications for the development of desirable working 
relationships with people in school and community. 
Active membership in professional and educational organizations. 
Active membership in appropriate community organizations. 
At least 15 semester hours of graduate work in guidance. 
Preparation in basic principles in guidance. 
Preparation in psychology and mental health. 
Successful teaching experience. 
Preparation in content and methods of group guidance. 
Preparation in techniques used in the individual inventory. 
Knowledge of group and individual tests / their uses, limitations, 
and interpretations of results. 
Preparation in appropriate counseling techniques. 
Preparation in the organization and administration of guidance and 
pupil personnel programs. 
Appreciation of the importance of current professional guidance 
literature 1 college bulletins 1 and scholarship information. 
Knowledge of local employment opportunities, requirements, 
and conditions. 
Knowledge of the training opportunities for various occupations. 
Knowledge of postsecondary school educational opportunities 
and requirements. 
COMMENTS: 
1 Policies and Criteria for the Approval of Secondary Schools, Bulletin 
of North Central Association, 1962, p. 17. 
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Teacher Participation 
Maximum results of the guidance services can be achieved only 
through cooperative participation in the services by all teachers. 
( ) 1. 
( ) 2. 
( ) 3. 
( ) 4. 
( ) 5. 
( ) 6. 
( ) 7. 
( ) 8. 
( ) 9. 
( ) 10. 
( ) 11. 
( ) 12. 
( ) 13. 
Teacher and counselor responsibilities in the guidance program 
are clearly defined and understood. 
Teachers discuss the educational and occupational implications 
of their subject-matter fields. 
Teachers use information from cumulative records to increase 
their understanding of individual needs. 
Teachers use information from cumulative records in adapting 
instruction to individual needs. 
Teachers seek the assistance of counselors in helping students. 
Teachers acquaint students with values and availability of guidance 
services. 
Teachers and counselors cooperate in developing or obtaining 
instructional materials useful in the guidance services. 
Teachers and counselors cooperate in securing information 
concerning students. 
Teachers and counselors participate in group conferences 
concerning students. 
Teachers assist in carrying out the recommendations of teacher-
counselor conferences. 
Teachers and counselors cooperate in continuing to keep in touch 
with students who leave school. , 
Teachers assist in securing the cooperation of the home. 
All teachers and counselors cooperate in helping students plan 
programs to meet individual student needs. 
COMMENTS: 
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Sources of Information about Students 
Provisions are made for obtaining information about students through 
such means as the following: 
( ) 1. 
( ) 2. 
( ) 3. 
( ) 4. 
( ) 5. 
( ) 6. 
( ) 7. 
( ) 8. 
( ) 9. 
( ) 10. 
( ) 11. 
Records from previous school. 
Appropriate tests given near the time of admission. 
Appropriate tests administered to individual students as need arises. 
Personal data blank. 
Individual interviews. 
Periodic physical examinations. 
Periodic ratings by teachers. 
Comments and observations by teachers. 
Conferences with teachers. 
Interviews with parents, other family members 1 and interested 
friends of the student. 
Autobiographies. 
COMMENTS: 
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Home and Family Background 
Information is secured and recorded about the following items for 
all students: 
( ) 1. 
( ) 2. 
( ) 3. 
( ) 4. 
( ) 5. 
( ) 6. 
( ) 7. 
( ) 8. 
( ) 9. 
( ) 10. 
( ) ll. 
( ) 12. 
( ) 13. 
( ) 14. 
( ) 15. 
Name, sex, place and date of birth. 
Photograph. 
Full name of each parent (or guardian). 
Parents' or guardian's address and telephone number. 
Occupation of each parent. 
Citizenship status of parents; how long residents of this country. 
Race, nationality, and birthplace of parents. 
Educational status of parents. 
Marital status of parents; living together, divorced,, separated, 
remarried. 
Ages of brothers and sisters. 
Marked talents or accomplishments of family. 
Health status of family. 
Economic status of family. 
Attitude of the home toward school and attendance. 
Plans of parents for their children. 
COMMENTS~ 
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Physical and Medical Status 
( ) 1. 
( ) 2. 
( ) 3. 
( ) 4. 
( ) 5. 
( ) 6. 
( ) 7 .. 
( ) 8. 
( ) 9. 
Height and weight. 
Vision. 
Hearing. 
Mental health and personal adjustment. 
Speech defects • 
Physiological maturation. 
Serious illnesses or injuries. 
Absence due to illness. 
Medical limitations on physical activities. 
COMMENTS: 
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Scholastic Progress and Test Information 
( ) 1. 
( ) 2. 
( ) 3. 
( ) 4. 
( ) 5. 
( ) 6. 
( ) 7. 
Attendance and tardiness record; reasons for excessive 
absence or tardiness. 
Curriculum or pattern of courses selected; record of changes 
with reasons for change. 
Summary of academic records, including courses, year taken, 
marks, and credits received. 
Reason and explanation for any failure. 
Scholastic distinctions received. 
Record of subsequent entry and success in other educational 
institutions. 
Results of standardized tests (check): 
Scholastic aptitude (intelligence) 
Interest inventories 
Achievement tests 
Personality tests 
Prognostic tests 
Aptitude tests (other than scholastic) 
Supplementary Data: 
1. List the names of the different tests used by the school. 
COMMENTS: 
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Personal and Social Development 
( ) 1. 
( ) 2. 
( ) 3. 
( ) 4. 
( ) 5. 
( ) 6. 
( ) 7. 
( ) 8. 
( ) 9. 
( ) 10. 
( ) 11. 
( ) 12. 
Special talents and interests -- musical 1 artistic, athletic, 
inventive, literary, dramatic, scientific. 
Special achievements (other than academic) in school and 
out of school. 
Participation in student activity program. 
Educational intentions. 
Vocational preferences at successive stages of development. 
Evidences of vocational aptitudes -- interests and skill in 
performance. 
Use of leisure -- reading, hobbies, movies, television. 
Conduct or citizenship record. 
Attitudes towards school and school activities. 
Results from interest inventories. 
Interpretations of aptitude tests. 
Interpretations of personality and attitude inventories of scales. 
COMMENTS: 
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Counseling Services 
(a) General Principles 
( ) 1. 
( ) 2. 
( ) 3. 
( ) 4. 
( ) 5. 
( ) 6. 
( ) 7. 
( ) 8. 
Counseling is available during the school day for all students. 
Counseling time to the extent of at least one period a day for 
each 5 0 students enrolled is provided. 
One full-time guidance counselor is provided for every 300 
students in the school. 1 
Counseling service is concerned with all phases of student 
development -- physical 1 mental 1 emotional, social, moral 1 
and spiritual. 
Counselors recognize that individual differences and environmental 
variations are basic factors affecting student behavior. 
Counseling assists in arriving at decisions for which the student 
and his parents assume full responsibility. 
Counselors maintain desirable relationships with students through 
close association with student interests and school activities. 
Clerical assistance is provided counselors. 
COMMENTS: 
1 Bulletin North Central Association, .Q.2.. cit. 1 p. 17. 
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Counseling Services 
(b) Interview Procedures 
( ) I. 
( ) 2. 
( ) 3. 
( ) 4. 
( ) 5. 
( ) 6. 
( ) 7. 
( ) 8. 
( ) 9. 
( ) 10. 
( ) ll. 
( ) 12. 
Prepares for each interview by studying all data pertinent 
to the counseling problem. 
Recognizes problems which may involve a series of interviews 
and plans accordingly. 
Cooperates with appropriate persons and agencies in making 
mutual referrals and in keeping each other informed about 
plans and activities affecting the student in the school 
situation. 
Conducts all interviews in private. 
Encourages the student to express himself freely. 
Avoids domination of the interview. 
Accepts the student as he reveals himself without unnecessarily 
expressing values on his remarks. 
Is mindful at all times that decisions reached in the interview 
must be emotionally and intellectually and morally acceptable 
to the student. 
Aims at assisting students in becoming increasingly self-reliant. 
Keeps a written record of the interview (though not necessarily 
made during the interview). 
Is careful to be professional in handling confidential information. 
Makes provision for follow-up and assistance when desirable 
for each student counseled. 
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Placement Services 
The Placement Services: 
( ) 1. 
( ) 2. 
( ) 3. 
( ) 4. 
( ) 5. 
( ) 6. 
( ) 7. 
( ) 8. 
( ) 9. 
( ) 10. 
( ) 11. 
( ) 12. 
Assist students who withdraw from school in obtaining 
additional education or training. 
Assist graduates in obtaining additional education or training. 
Assist students in securing part-time and vacation employment. 
Assist students who withdraw from school in obtaining suitable 
employment. 
Assist graduates in obtaining employment for which they are 
fitted. 
Coordinate the school placement services with similar community 
services. 
Make records of placement information in the students' cumulative 
records. 
Conduct or collect surveys of local and national occupational 
and training opportunities. 
Make results of occupational surveys available to those responsible 
for the improvement of the educational program. 
Accumulate and organize information about placement results for 
use be those responsible for the improvement of the educational 
program. 
Provide reports on work experience for students transferring to 
another school . 
Recommend changes in placement of students for better adjustment 
within the school • 
COMMENTS: 
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Research and Evaluation Services 
( ) 1. Conduct periodic surveys of activities of all school-leavers 
including graduates. 
( ) 2. Secure information from school-leavers concerning strengths 
and weaknesses of the program of studies. 
( ) 3. Secure information from school-leavers concerning the strengths 
and weaknesses of the guidance services. 
( ) 4. Secure information from school-leavers concerning the strengths 
and weaknesses of the total school program. 
( ) 5. Provide opportunities for students now in school to help with 
follow-up studies. 
( ) 6. Compile information which is summarized, interpreted, and 
made available to the administration. 
COMMENTS: 
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